





Contractor personnel shall at all times identify themselves as Contractor employees and
shall not present themselves as EPA employees. Furthermore, they shall not represent
the views of the U.S. Government, EPA, or its employees. In addition, the Contractor
shall not engage in inherently governmental activities, including but not limited to actual
determination of EPA policy and preparation of documents on EPA letterhead.

Task 0 - Prepare Workplan

The contractor shall prepare a workplan within 20 calendar days of receipt of a work
assignment signed by the Contracting Officer. The workplan shall outline, describe and
include the technical approach, resources, timeline and due dates for deliverables, a
detailed cost estimate by task and a staffing plan. The WA COR and the Contract Level
COR and the CO will review the workplan. However, only the CO can
approve/dlsapprove the workplan. The Contract Level COR is authorized to suggest
revisions via email. If the Contract Level COR does request revisions, then the revisions
shall be submitted as requested. The contractor shall prepare a revised workplan
incorporating the Contracting Officer's comments, if required.

0a. Workplan within 20 calendar days of receipt of work assignment.
0b. Revised workplan within 10 calendar days of receipt of comments from the
Contracting Officer, if required.

Task 1 - Retreat Facilitation and Strategic Planning for Clean Air Markets Division

Utilizing sections (f)(viii) and (f)(xi) of the Statement of Work, the Contractor shall
provide technical, organizational, logistical, audio/visual, meeting facilitation,
administrative, and background materials development support to EPA for a one-day
retreat for the Clean Air Markets Division of the Office of Atmospheric Programs. The
facilitation support shall include advance preparation interviews for senior managers,
agenda planning and development, meeting facilitation and post-meeting follow-up needs
as required by the Contracting Officer’s Representative. Post-meeting follow-up shall
include a summary and may include follow-up analysis on particular issues, as needed.
The contractor shall provide all final products in electronic format.

Deliverables and schedule under Task 1
la. Specific requests will come from WAM throughout period of performance.
Deadlines for tasks will be on a case by case basis set by the WAM.





